
Utah State Division of 
Risk Management

2008 Self Inspection Survey



To Our Surveyors

• The State Division of Risk Management and your 
local Risk Coordinator would like to present  to 
you the “2008 Self Inspection Survey”.

• This training will give you the tools to conduct 
the self-inspection survey.

• We would like to thank you for your participation. 



Your Purpose
• Claim history, our loss control specialist surveys, and this annual 

self-inspection survey are some of the tools we use to see the 
liability and potential loss that your agency faces.

• This survey will now establish trends from you, the surveyor’s 
perspective. An honest and accurate survey will
– Generate change.
– Give record of the problems that plague our facilities.
– Eliminate the most hazardous problems by setting an order of priority. 

• Your findings will validate commonly know conditions, detail 
current needs and allow for open discussion to gain resolution.

Presenter
Presentation Notes
The results will give us the historical data that is required to pinpoint the problems that threaten your safety, track common problems that exist at multiple facilities and allow for the training or resource necessary to create a risk free environment for your students, staff and guests. With you, our valued clients, we are excited to move toward this goal.



Features
• One feature is the

“Where Am I” box.
If at any time you 
question where you are 
In the survey you can 
click on this box and it 
will show the sequence 
of steps and where you 
are in the process.



Email Your 
Coordinator 

Feature
• If questions or 

concerns arise during 
your inspection, the 
Email Coordinator 
function can be 
utilized. An email 
screen will appear 
addressed directly to 
your coordinator. 



Features (continued)

On the left hand side of each survey page there are two 
helpful tools

• FAQ - Frequently asked questions are a problem solving 
tool that will be available for both coordinators and 
surveyors. 

• Print Blank Survey – Will allow you to print a survey of 
this facility if you need to conduct a walk through 
inspection.

Presenter
Presentation Notes
Features defined.
#1 FAQ     -	 Frequently asked questions are a problem solving tool that will be available for both coordinators and surveyors. These questions are generated by your analysis of the system. The answers to the questions could be all you require to solve problems without additional contacts with the Risk Management or, with the surveyors, without contacting you as a coordinator for assistance. Coordinators should be capable surveyors and familiar with the surveyor portion to answer questions posed by their surveyors at various locations. 
#2 Email Risk Management    -    This button will allow a coordinator to contact a SIS Administrator at DRM with any question about the survey. Questions that the surveyors might have will have to go through the coordinator to access Risk.  Coordinators should  familiarize themselves with the survey to answer most common questions. If any pose a significant problem feel free to contact a program administrator for further assistance. We feel that we have got most of the bugs out of the system but we are sure you will find more. We appreciate your help in refining the system. Also, the changes we made this year are a direct result of your input. Please give us your suggestions for future changes. This is your survey, give us ideas that make it work for your system.
#3 Take a survey link will put you as a coordinator directly into a survey. It is important that you install yourself as a surveyor if you will be doing surveys as well. This will speed up the process and make the survey and its questions available to you at any time. You will also have assign your self to a facility and inspectable areas to get access to the questions.
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Surveyor Training Program 

• The following slides are a step by step 
presentation of the actual slides as they appear on 
the Self Inspection Survey. 



On the internet go to the 
RISK MANAGEMENT HOME PAGE 

at www.risk.utah.gov

Click on Self Inspection Survey 





Options
Coordinators Log in
Surveyors Log in
Frequently Asked 

Questions
Training
Click on the Surveyor’s Log 

In option and you will be 
taken to the  Login Page



Surveyor Home 
Page

• Welcome letter to the 
surveyor.

• To continue click Go 
to Login



Surveyor Log in
• Your surveyor 

information has 
already been submitted 
by your coordinator. 

• To enter or re-enter the 
survey, a surveyor 
only needs to enter 
their email address.

• To continue click 
Login



Select Facility 
Page

• Facilities have already 
been assigned to you 
by your coordinator. 

• Click the radio button 
on the facility you 
would like to inspect. 

• To continue Click Go 
to Step 2



Where Am I? 
Step 1

• You have completed 
step 1.

• You are now ready to 
move on the step 2



Surveyor Take a 
Survey

• All of the questions to 
one of the inspectable 
area appears.

• Answer yes, no or 
does not apply to this 
facility (N/A) to each 
question.

• For more explanation 
or training on the 
subject click the 
question mark icon.



Select No 
Button

• If you discover a 
problem in your 
facility that would 
require a “NO” 
answer, click on the 
no radio button.

• A corrective action 
worksheet will appear 
without prompt.



Corrective Action 
Work Sheet

• The question marked 
“NO” appears at the top 
of the worksheet.

• Identify the problem 
• List the action required   

to resolve the issue.
• List the responsible 

person assigned.
• Estimate a reasonable 

completion date.
• Click Save to continue



Select 
Completion Date

• Select a date that will 
allow a reasonable 
time period to correct 
the identified problem.

• Day, Month and Year 
should be selected.

• If the problem will go 
into the next year(s), 
identify this for future 
reference by other 
surveyors. 



Confirm 
Completion Date
• Click the Confirm Confirm 

icon to confirm your 
selected date.

• The date you choose 
will appear in the box 
on the corrective 
action work sheet.



Click to Save 
Survey

• When all questions 
have been answered  
click Save

• This will take you 
back to the Survey 
Page

• You can review  or 
move on to the next 
inspectable area you 
are assigned.



Results Shown 
at Left

• The total number of 
questions and number 
answered for each section 
are listed.

• Inspectable areas you are 
assigned are in blue.

• Required sections not 
assigned to you are grey

• You can go to any 
inspectable area by 
clicking on the area in the 
left column



Save and 
Review Work

• This button will save 
the questions that have 
been answered, and 
review the “NO” 
answers. A list of the 
corrective actions will 
appear.

• Click on this button 
when all inspection 
areas have been 
completed 



Where Am I? 
Step 2

• You have now 
completed step 2, 
Take the Survey. You 
will now move on to 
step 3. 



Review Status 
and Corrective 

Action
• The corrective action list 

can be edited from this 
page. 

• Get contact information 
regarding other surveyors 
for this facility.

• Select another inspection 
area in this building

• Go to step one and select 
another facility.



Start Another 
Survey

• When all inspectable 
areas have been 
completed for this 
facility, click on Go Go 
To Step 1To Step 1

• You will find a list of 
your assigned 
buildings. 

• Chose another facility 
and start a new 
survey.



Show Questions 
in PDF Format

• If you would like a 
hard copy of the 
questions to take with 
you on your survey 
click Display Display 
questions in PDF questions in PDF 
format.  format.  



Surveyor 
Questions in 
PDF Format

• The PDF (Portable 
Document Format) is 
a condensed printer 
friendly version of the 
questions to use 
during your walk 
through inspection.

• The facility and 
inspection area appear 
on the document.



Go to Next Set of 
Questions 

• The list of areas for 
inspection will always 
appear on the left 
(shaded) area on the 
questions page. 

• You can work on any 
portion of a list and 
come back at a future 
date.

• Click Save before 
closing the section to 
save answered questions.



View Your 
Corrective Needs
• At any time during a 

survey you can view 
and edit your 
corrective actions. 

• When all questions 
have been answered, a 
thorough review 
should be completed. 

• All changes should be 
completed at this time



Questions 
Answered - Click 

Submit
• When all answers have 

been checked, reviewed 
and a copy saved for 
future reference, submit 
your survey to your 
coordinator.

• The submit button will 
not appear until all 
areas have been 
completed by all 
surveyors assigned to 
this facility.



Where Am I? 
Step 3

• You have now 
completed step 3. 
Move on the step 4, 
Submit the Survey.



All Questions 
Answered Locked

• After a survey has been 
submitted to the 
coordinator, it is locked 
to further access by 
surveyors.

• If the survey has been 
locked and you wish to 
change the information, 
contact the coordinator 
via the email icon and 
request the survey be 
unlocked.



Thank You Again For Your 
Participation In The 2008 Self 

Inspection Survey Program
• All of the information you will submit will be 

kept in strict confidence by Risk Management. 
The data will be used to identify trends, generate 
and develop more appropriate training, and to 
research better methods process and procedures 
for safety management within all state agencies, 
school districts and charter schools.
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